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CORRECTI ONS OFFI CER |

(Pronmoti onal Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

Thi s cl ass enconpasses a responsi bl e supervisory position inthe
jail facility of the police departnent, the primry duties of
whi ch include the care and supervision of inmates, maintaining
safety and security within the jail facility, and the general
supervision of lower ranking jail personnel. Corrections
O ficers Il supervise the booking and processing of arrested
persons, conplete records and reports necessary to docunment j ai
activities, control the novenent of inmates, and conduct
searches of inmates and jail cells. Enpl oyees of this class
performtasks with little supervision, reporting to and having
work reviewed by a Police Mjor.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all of the duties which may be assigned.
neither are they intended to exclude other duties which may be
| ogical assignnents to this class.

Supervi ses the operation of the jail. Prepares for shift by
review ng records of previous shift activity or being briefed by
out-going officer. Revi ews incom ng conmmunications, making

assignnments to staff or routing the work to the appropriate
person or |location. Coordinates the work of the division with
rel ated federal, state, and | ocal agencies, relating information
and giving assistance when needed. Keeps abreast and inforns

subordi nates of changes in regulations, I|aws, technical
devel opnents, new departnmental policies, or related matters.
| nvestigates conplaints against division personnel and

formul ates a recommendation for reply to the conplaint or for
action to be taken. Answers inquiries and handles conplaints
fromthe public about the operation of the jail.

Perforns booki ng procedures for arrested persons brought to the
jail, including searching inmates, photographing, fingerprinting
and securing personal property, and conpleting necessary arrest
records. Ensures that inmtes are secured in cells. Provides
for inmate needs, including meals, «clothing, and nedical
attention. Mkes sure jail facility is clean. Drives vehicle
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to transport inmates or acconpanies inmate from the jail to
anot her | ocation and back to the jail.

Conducts routine and random searches of inmates and jail
facilities to discover and seize contraband and to perform

inmate counts. Operates security devices. Hears inmate
grievances and counsels inmates. Prevents or controls
di sruptive behavior among inmates and disciplines inmtes for
violations or infractions of rules, using weapons and
restraining devices when required. | nspects and nmaintains

emer gency equi pment.

Supervises inmates and trustees in any activities taking place
in or outside of the cells, such as neals, recreational, or
rehabilitation activities. Controls the novenent of inmates
within the jail facility and in transit to other |ocations, such
as court or nmedical facilities. Uses weapons and restraining
devices as may be required in order to nmaintain control and
security. Hears and counsels inmates wth grievances.
Prevents or controls disruptive behavior. Disciplines inmates
for violations or infractions of rules according to departnental
policies and procedures.

Supervises lower ranking jail personnel . | nspects the
appearance of subordinate personnel and assigns duty areas.
Assi gns work schedul es and approves | eave. Provides on-the-job
training for new enployees. Reviews reports witten by
subordi nates and provides technical assistance when needed.
Eval uat es work performance of subordi nates. Counsels enpl oyees
who are experiencing work problens and resolves enployee
conplaints and grievances. Mai ntains discipline anong
subor di nat e enpl oyees.

Mai ntai ns an inventory of supplies necessary for the operation
of the jail facility. | nspects and nmaintains division
equi pnment, calling for repairs or notifying supervisor when
repairs are needed.

Conpl etes records and wites reports required to docunent seized
contraband, incidents or disturbances that occur in the jail,
reports on nmedical attention to prisoners, or related records or
reports necessary for the operation of thejail. Wites letters
in answer to requests addressed to the jail or letters needed to
address problens or other needs of the division.

Perfornms related duties as assigned.
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QUALI FI CATI ON REQUI REMENTS
Unl ess otherwi se specified, all requirenents listed bel ow nust

be nmet by the filing deadline for application for adnm ssion to

t he exam nati on.

Must neet all requirenments of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
States, and being a qualified el ector of the State of Louisiana.

After offer of enploynment, but before beginning work in this
cl ass, nmust pass a nedi cal exam nation prepared and adm ni stered
by t he Appointing Authority, designed to denonstrate good health
and physical fitness sufficient to performthe essential duties
of the position, with or without reasonabl e accommodati on.

Must have and maintain a valid Louisiana drivers’ |icense.

Must be a regular and permanent enployee in the class of
Corrections Officer.
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